ETP CAL-E-FORCE REFERENCE GUIDE — MASS UPDATE TRAINEES

1. Atthetop of the

landing page, select
the Contracts button
on the button bar.

Click on the ‘View’
link for the contract
for which you would
like toupdate
trainees. The system
will take you to your
Contract Details
page.

Contracts

All Contracts » #

1item » Sorted by Contract Number » Filtered by all contracts « Updated & minutes ago

CONTRACT.. T~ VIEW CO.. v ACCOUNT NAME w  STATUS

1 19K0O-12345 WView Vanderpump Dogs Contract Executed In Progress
2 19K0-0012-000 ’ Wiew Wanderpump Construction  Contract Executed In Progress
Select the Upload
. ENROLL TRAINEES UPLOAD TRAINEES ADD HOURS UPLOAD HOURS CREATE INVOICE REQUEST REVISION
Trainees button on
1

the button bar at the
top of the Contract
Details page.
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4. If you do not yet have
a CSV containing the . :
. Please Upload your CSV file here: | Choose File | Mo file chosen Upload Back
trainees you are
editing in the Note: Please use the standard template to upload Trainees data. Click Here to download the template
required format, Click Here to download the Upload Codes.
select Click Here to
download the

template.
5. The codes needed to Gender Code Age Group |Code Veteran |Code Disabled Code Ethnicity Code
fill out the CSV are
shown here.
It is important to Male M Less Than 25 1 Yes Y Yes Y White 1
notethat the Female F 25-34 2 No N No N Black 2
MNon-binary |N 35-44 3 Unknown{U Unknown u Hispanic 3
Employee IDis used 45-54 4 MNative American 4
at the UniquelID.To 55-64 5 Asian 5
updatethetrainee 65 & Older 6 Pacific Islander 6
information, the Filipino 7
systemwill look at Other 8
the EmployeelID.
Education Code Job Number Workplace
Enter the Job Muber of the Enter the workplace of
trainee. EX If Job Number 1 trainee. If location is number
Eighth Grade or less then enter 1 1then enter 1 on the column

High School Grad
GED
Some College

College Grad
Post College Grad
Some High School
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6. To help fill out the

CSV, you may export m REPORT
the Traineesby Trainees by Contract

Contractreport. See
Reference Guide —
Accessing Reports

7. |If using a PC, save the | PC USERS: MAC USERS:
file as a CSV (Comma {
delimited) e, Save as type: | Excel Workbook B ey —
using a Mac, save as SV (Comma delimited) X CSV UTF-8 (Comma delimited) (.csv)
Comma Separated CSV (Macintosh) a/Comma Separated Vakiss (.csv)
¥ Windows Comma Separated (.csv)
Values (.csv) CSV (Ms-DOS) ¥ MS-DOS Comma Separated (.csv)

8. When your CSV is
prepared, click the Please Upload your CSV file here:

No file chosen Upload Back

ChooseFile button Note: Please use the standard tep/ Nate to upload Trainees data. Click Here to download the template
and select your CSV.

9. Click the Upload

button. ﬂ Upload Back

10. The system will

. . For your reference here is a sample list of Trainee Records that are being uploaded
provide you with a

summary of what has SSN EMPLOYEE ID TRAINEE FIRST NAME TRAINEE LAST NAME JOB NUMBER WORKPLACE HIRE DATE GENDER CODE
been uploaded and

. ) Vanderpump

7857 Beth Frankel Ret 5/15/201% F

any errors messages. *4453 sHhenny fanke HEINEEE pogsHO 113/
The data uploaded Vanderpump
will override the il 7808 Luann de Lesseps Retrainees Dogs HO 5/16/2019 F
trainee’s previous

- ., ) Vanderpump
information. 1230 7899 Ramona Singer Retrainees Dogs HO 5/17/2019 F


https://etp.ca.gov/wp-content/uploads/sites/70/2019/06/Cal-E-ForceReferenceGuide%E2%80%93AccessingReports.pdf
https://etp.ca.gov/wp-content/uploads/sites/70/2019/06/Cal-E-ForceReferenceGuide%E2%80%93AccessingReports.pdf

11.

12.
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Click the Upload
Trainee data button
to complete your
upload.

You will be provided
with a summary of
the records that have
been uploaded
successfully.

When you are satisfied with the data map above, click the Upload Trainee data button to insert the Trainee records.

Upload Trainee data

‘ A .

Messages
The records saved successfully are: The record Number is: 1

The records saved successfully are: The record Number is: 2

The records saved successfully are: The record Mumber is: 3




